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1.IMACHOPT NMMPOT'PAMMBI YUEBHOHW JUCIHUILIMHBI OII.06
TOKYMEHTAIIMOHHOE OBECIIEYEHHUE YIIPABJIEHUS»

1.1. O61acTh NpUMEeHEHHUA MPOTrPaMMBbI

Pabouas mporpamMmma y4eOHON JUCIUIUIUHBI SIBISETCS 4aCTblO OCHOBHOM
npodeccuoHanbHOM 00pa3zoBaTebHONM MporpamMmbl B cooTBeTcTBUU ¢ OI'OC
no crneunuanbHoct CIIO 38.02.01 DxoHomuka u Oyxrantepckuil yder (mo
OTpaciisiM).

1.2. MecTto Yy4eOHOHl JAUCHMINIMHBI B CTPYKType OCHOBHOI
npogeccuOHAJIbHOIO00Pa30BaTEJIbHOM MPOrPAMMBI:

VYyebnass aucummiiHa «/{oKkymMeHTalMOHHOE O0ecreueHHue YIpaBICHUS»
OTHOCHUTCS K o0menpopecCHoOHATbHOMY 119709 0% OCHOBHOU
npodeccuoHalbHONU 00pa3oBaTEILHON TPOTPAMMBEI.

1.3.leau u 32024 y4yeOHOM JUCUMILVIMHBI — TPEOOBAHUS K pe3yibTaTaM
OCBOCHUS IUCHUILIUHBI:

B pe3ynpraTe n3ydyeHns o0s3aTeIbHON YaCTH LIAKIIA O0y4YarOIUNCS JOKEH:

yMeThb: [IPOBOJIUTh MHBEHTAPU3ALIMHM aKTUBOB U 0053aTeNIbCTB; Pa30upaThCs
B HOMEHKJIAType Aell.

3HATh: XapaKTEPUCTUKY OOBEKTOB, MOUIEKAIINX NHBEHTAPU3ALIUU.

1.4. Pexomenayemoe KOJMYECTBO 4YacOB HAa OCBOCHHE IPOTrPaMMbI

AUCHUNTHHBI:

MakcumanbHOU yaeOHOM Harpy3ku oOyuatormierocs: 60 gacos,

OO0s3arenpHas ayaiuTopHas yueOHas Harpyska oOydaronierocs 50 4acos,

TOM YHCIIE:

JIEKIUi 28 Jacos,

MPaKTUYECKUX 3aHATUN 0OyJaromierocs 22 yaca;

CaMOCTOATENbHOM paboThl oOy4varonierocs 10 yacos.

2. PE3YJBTATBI OCBOEHHUSI TIPOTPAMMBI YUYEBHOU
JUCHUIIJIMHBI OI1.06 «IOKYMEHTAINMOHHOE OBECIIEYEHHUE
YIIPABJIEHU S

B pesynpraTe ocBOeHUS y4eOHOW IUCHUIUIMHBI OOYYarOIIMUICS JTOJDKEH
OBJIaJIeBaTh OOIIUMHU U MPOGECCHOHATBHBIMU KOMIETEHIIMSAMHU, BKIIIOYAIOLUIUMH B
ce0st CIOCOOHOCTB:

OK O01. BeiObupats cmocoObl pemieHus 3aaad  MpoQecCHOHATBHON
JEATEeIIbHOCTH MPUMEHUTEIBHO K Pa3JIMYHBIM KOHTEKCTaM;

OK 02. OcyiecTBisATh MOUCK, aHAIW3 M MHTEPIpETalui0 HUHPOpMaLUH,
HEO0OXOIMMOM ISl BBITIOTHEHUS 3a]1a4 MPOGeCcCUOHAIBHON AESTENbHOCTH;

OK 03. [InaHupoBath U peaIn30BbIBATH COOCTBEHHOE MTPOdeCCUOHATIBHOE U
JUYHOCTHOE Pa3BUTHE;

OK 04. PabGoratb B KOJUIGKTUBE U  KoMaHAe, 3(OPEeKTUBHO
B3aMMOJIEUCTBOBATH C KOJIJIETaMH, PyKOBOJICTBOM, KIINEHTAMU;
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OK 05. OcymecTBiasiTh yCTHYKO M NHCBbMEHHYKO KOMMYHUKALMIO Ha
rocyJapCcTBeHHOM si3blke Poccuiickoit dexnepamuu ¢ ydyeToM OCOOCHHOCTEH
COIIMATILHOTO U KYJbTYPHOTO KOHTEKCTA;

OK 09. Hcnonb3oBaTh uH(pOPMAaIMOHHbIE TEXHOJIOTUHU B
npodeccuoHaIbHOM eI TeIbHOCTH;

OK 10. TIlomp3oBarbcsi  mpodecCHOHATBbHOM  JOKyMEHTalMed  Ha
rOCyJJapCTBEHHOM U MHOCTPAHHOM $I3bIKaX;

[1K 1.1. O6pabaTbiBaTh MEPBUYHBIE OYXTaNTEPCKUE JOKYMEHTHI.

3.CTPYKTYPA U COJAEPXKAHUE YUYEBHOU TUCHUILJINHBI

3.1. O6beM yueOHOii TMCHUITHHBI U BU/IbI Y4e0HOii padoThI

Bup yueOHoI padoThI KosaunyectBo
4acoB
MakcuMaibHas yueOHasi HAarpy3Ka (Bcero) 60
O0s13aTesibHAsE AyAUTOPHAasi y4eOHasi HArpy3Ka (Bcero) 50
B TOM YHUCJIE:
JIEKIIAU 28
MPAKTUICCKUC 3aHATHS 22

1abOpaTOpPHBIC 3aHITUS -

KOHTPOJIbHBIE pa0OThI -

KypcoBas paboTa (ITpoeKT) -

CamocTosiTesibHast paboTa o0y4aruerocs (Bcero) 10

B TOM YHCIJIC:

JIOMAIIIHSIST KOHTPOJIbHAs paboTa -

BHEAyIUTOPHAs CAMOCTOSITEIIbHAS padoTa 10

IIpomesxxkyTounasi arrecramusi B hopme audepeHImpoBaHHoro 3avera -




3.2. TemaTH4eCcKHUil IJIaH U CoJep:KaHNe YUeOHOH TUCIIUNINHBI

HaumeHnoBaHue Conep:xanue yueOHOro MaTepuaJia, JJadopaTopHbie U NpaKTUHYecKHe padoThl, camocTosiTe/ibHasi | O0beM | YpoBeHb
pa3esioB U TeM padoTa 00y4yawimxcs, KypcoBasi padot (poeKr) 4YacoB | OCBOEHMS
1 2 3 4
Paznen 1 JlokymeHTHpOBaHUE YIPABICHYECKON ESTEIBHOCTH

Coaep:xxanue yueOHOro MaTepuaJia
Oo6mnexT, mpenmer 10OY.
enp n3ydeHus: TUCHUTIIMHBL.
OO6mrast XapakTepuCTUKa Kypca, CBSI3b C APYTUMH AUCITUTUTHHAMM.
Cnyx0a TOKYMEHTAIBHOTO 00ECIICUEHUs YIIPABIICHHUS, €€ 3aa4i, CTPYKTYpPa, TOHKHOCTHOU COCTAaB. 2 1
PernamenTanus pabotsr ciyxos1 J1OY.
OCHOBHBIE TIOHATHUS «TOKYMEHTay, «IOKYMEHTHPOBAHUS», «TOKYMEHTAIILHOTO 00CCIICUCHUS

Tema 1.1 BBGI[GHI/IG YIIPABJICHUA).

B TMCHUIIIINHY MecTo 1 posib JOKYMEHTOB B YIIPABJICHUU HA COBPEMEHHOM JTalle.

JlaGopaTopHble 3aHATHUS -
IIpakTnyeckune 3aHATHSA 2
Brimmonnenue npaktuyeckoit padboTsl o teme 1.1.
KonTpoJsbHbie padoThl - 1
CamocrosiTe/ibHasA pad0oTaA00yYAKOIIUXCS 1
[ToaroroBka pedeparoB no teme «PernamenTarus padotsl cinyxost J1OY»
Coaep:kanue yueOHOIro MaTepHaJa
HenonpousBonactso B peBHel Pycu.
[Tpukasznoe nenonpousBoacTo XY-XVII BB.
Komnexxckoe nemonpon3BoCcTBO. 2 2

Tema 1.2 Heropns Mununcrepckoe aenonpoun3oactso XIX navana XX BB.

Pa3BUTHA CUCTEMBL | YJeropys ynpaBiIeHHs U 1€JIONPOU3BOICTBA B XX BB.

TOCYapCTBEHHOTO | OcHOBHBIC XapaKTEPUCTHKHU TAIIOB PA3BUTHS J€JIOMPOU3BOICTBRA.

AOKYMCHTHPOBAHIL | JIaGopaTopHuble 3aHATHS -
IIpakTHYeckue 3aHATHS 2 9

Brimonnenue npaktuyeckoi paboTsl o Teme 1.2.
KonTposibHbIe padoThI




CamocTosiTesibHasi padoTa 00yYaKOIMXCS:
[TonroroBka coobmieHus «Komexckoe AeIonmporu3BOJICTBOY

Coaep:xanne y4eOHOro MaTepuaJjia
ITonsarre HopMaTuBHO-MeToaUYeCcKOM 0a3el JJOVY.
CocraB HOpMaTUBHO-MeToAMUecKko 6a3el JIOY.

Tema 1.3 [MoHsATHE «YHUDUKAII.
HopmartusHho- l'ocynapcTBeHHbIE YHUGMDHUIIMPOBAHHBIE CHCTEMBI IOKYMEHTAIINH.
MeToauueckas 6a3a | Ilonarue «cTangapTU3anus JOKYMEHTOBY.
i(0)Y TpebGoBanust k pazpaboTke YHUDUIIMPOBAHHBIX (hOPM JTOKYMEHTOB.

Knaccubukanus yHubDUIIIPOBAaHHBIX (OPM TOKYMEHTOB.
Obmepoccuiickue KaaccuPpuKaTopbl JOKYMEHTAIUH.
I'ocynapcrBennas cucrema JIOV.

Tema 1.4 JlabopaTopHble 3aHATHSA

OCHOBHEBIE IIpakTHYeckne 3aHATHS

TpeOOBaHUS K
COCTaBJIICHUIO U
odopMIIEeHHUIO
JIOKYMEHTAa

Brinonnenue npaktuyeckoil padboTsl o teme 1.4.
KonTtpoJsbHbie padoThl

CamMocTosTeIbHas PadoTa 00V4AIOIUXCA:
Hoxknan «['ocynapcTBeHHbIE YHU(DUIIMPOBAHHBIE CUCTEMBI TJOKYMEHTAIIUH

Pa3nen 2 CucremMbl JOKyMEHTaIuU

Tema 2.1 Cucrema
OpraHu3alOHHO-
pacnopsaIuTeNbHON
JIOKYMEHTAIUU

Coaep:xanue y4eOHOIro MaTepuasa
[TonsiTne «OMaHK TOKYMEHTa.
OcHoBHBIE TpeOOBaHUS K OJJaHKY JOKyMEHTA.
CTpyKTYypa TOKYMEHTA.
TpeboBanus k opopmnenuto fokymeHToB 1o ['OCT P 6.30-2003 «YHUPUITUPOBAHHBIE CUCTEMBI
JOKYMEHTAITUH.
MIIIPOBAaHHAs CHCTEMa  OPraHU3alMOHHO-PACIIOPSIUTETHHON
0(hOPMIICHUIO TOKYMEHTOBY.
[ToHATHS «PEKBU3UTY, «DOPMYIIIP-00pa3eI.
PekBU3NTHI, HCTIONB3YEMbIE TIPU MTOATOTOBKE U 0POPMIIEHUU JOKYMEHTOB.
TpebGoBanust K 0POPMIICHUIO PEKBU3UTOB JOKYMEHTOB.

JnokymeHTanuu. TpeOoBanHus

K

JlabopaTopHble 3aHATHS




I[MpakTnyeckune 3aHATHSA
Brinonnenue npakrudyeckoil padboTsl o teme 2.1.
KonTposibHbIe padoThbl

CamocTosiTeibHasi padoTa 00y4yarommXxcst
Coobmenue «pedoBanus Kk opopmieHuto 10kyMmeHToB 1o ['OCT P 6.30-2003 «YHuduimpoBaHHbie
CUCTEMBI JIOKYMCHTAITHI))

Coaep:xanne yaeOHOT0 MaTepuajia

[TonsiTue moroBopa (KOHTPAKTA), COTJIAIICHHE, POTOKOJIA.
Tumnosasa dhopMa KOHTPAKTA.

OcHOBHBIE pa3/eibl KOHTPAKTA.

O0pa31sl TOTOBOPOB.

OdopmiaeHne IPUIIOKEHHUH K IOTOBOPaAM.

Tema 2.2 [IpoTOKOIIBI pa3HOrIACHl K JOTOBOPAM.
JloroBopHo- O0pa31bl aKTOB.
HIpaBoOBas OO0pa3ibl TOBEPEHHOCTEH.
AOKYMCHTAL U JlabopaTopHble 3aHATHSA
IIpakTHYecKkue 3aHATHA
Brinonnenue npaktuyeckoil paboTsl o teme 2.2.
KonTpoJsbHbie padoThl
CamocrosiTesibHas padoTa 00y4arOIMIMXCH
CocraBiieHre TUIIOBBIX JIOTOBOPOB M AKTOB Pa3HOTIACUH.
Coaep:xxanue y4eOHOro MaTepuaJia
Knaccudukanms 1okyMeHTaluu 1Mo BHENTHEAKOHOMUYECKOH eI TEIbHOCTH.
T'OCTr1 Ha TOKYMEHTAIIUIO IO BHENTHEYKOHOMUYECKON JEATEILHOCTH.
Tema 2.3 brianku KOMMepYEeCKUX THCEM.
: PexBu3uTh hopmyssapa KOMMEPYECKOTO MHUCHMA.
JloKyMeHTBI IO
BHELIHG Oco0sIe TPEOOBAHMUA K TEKCTAM KOMMEPUYECKUX ITHCEM.
. | Kimaccudukammst KoMMep4eCKHX MHCEM.
SKOHOMUYECKOU
Tunobie GOPMBI KOMMEPYECKHUX MTHUCEM.
JeATETbHOCTH

Busl KOHTPakTOB, 0hOPMIIAIONINX BHEITHEAKOHOMUYECKYIO AEATEIbHOCTb.
DOopMEBI IPUI0KEHUM K KOHTPAKTaM.
OdopmiieHre JOMOJTHEHUN U crIeU(pUKAIMA K KOHTPAKTaM.

JlabopaTropHble 3aHATHA




I[MpakTnyeckune 3aHATHSA
Brimonnenue npakTuyeckon paboTsl o teme 2.3.
KonTposibHbIe padoThbl

CamocrosiTesibHass paboTa 00y4arOIMIMXCH

HOI[FOTOBKa COO6I_HCHI/I$I Ha TEMY ((KJ'IaCCI/I(bI/IKaI_[I/IH JOKYMCHTAIlUHU I10 BHEITHEIKOHOMHYECKOM

JACATCIIBHOCTH

Coaep:xanne yaeOHOT0 MaTepuajia

JIOKYMEHT®HI, Od)ODMJI?IIOHII/Ie MOPAAO0OK PACCMOTPCHUA CIIOPOB MECKAY IOPUIUUCCKUMU JIMIIAMU.

IIpaBmia oopMIIEHHS IPETEH3NOHHEIX ITHCEM.

Tema 2.4 Dopmysspsl 1 00pa3iibl IPETEH3MOHHO-UCKOBOM TOKYMEHTAIIUH.
[perensuonno- | JlaboparopHble 3aHATHS
HCKOBast IIpakTHYeckne 3aHATHSA
JOKYMEHTALHS Brinonnenue npaktudeckoit paboTs 1o Teme 2.4.
KonTtpoJsbHbie padoThl
CamocrosiTesibHas padoTa 00y4alOIIMXCH:
BerlinonHenue TecToB 1o teme.
Coaepixanue yueOHOro MaTepuasa
Tema 2.5 CylIIHOCTh U COAEP)KaHUE TOKYMEHTOB MO TPYI0BBIM OTHOLIEHUSAM
JIOKyMEHTHI 110 Jlenonpou3BOACTBO B IPOLIECCE TPYAOBBIX OTHOILICHUN
TPYIOBBIM ITpaBuia hopMupoBanusi U XpaHEHUs JTUYHOTO JeNa
OTHOIIICHUSIM JlaGopaTopHble 3aHATHUS
IIpakTHYeckue 3aHATHA
BrinonHenue npaktudeckoit paboTsl mo teme 2.5.
KonTpoJsbHbie padoThI
CamocrosiTesibHasA padoTa 00y4YaKOIIUXCH:
Jloknan Ha TeMy «CyIIHOCTh U cOiepKaHHe JOKYMEHTOB 10 TPYAOBBIM OTHOILIEHUSIM)
Paznen 3 Opranuzarms pabOThI ¢ JOKyMEHTaMHU
Tema 3.1 Copaep:xanne yaeOHOro MaTepHuaJjia
Opranun3zanus JIBu>keHHe JOKYMEHTOB Ha MPEeANPUATHH C MOMEHTA UX CO3JIaHUS /10 3aBEPILECHUS UCIIOTHEHUS WU
JOKyMeHTOoOoOOpoTa | OTIIDABKH.

[ToHsATHE «IOKYMEHTOOOOPOTY.
[TpuHIMTIIBI OpraHU3auy JOKYMEHT0000pOTa.




®dopmbl Opraiu3anud paboThl C JOKYMECHTAMH.

[Ipoxoxkaenre ¥ HOPSI0K UCIIOTHEHUS BXOAAIINX JOKYMECHTOB.
[IpoxoxaeHne HCXOASAIINX U BHYTPEHHUX JOKYMEHTOB.

Pabota ¢ koHbUIEHITNATEHBIMH TOKYMEHTAMH.

IlonsaTrue «koMMepuecKas TalHa.

Pabora ¢ miucbmamu 1 0OpaIeHus MU TPaX/IaH.

JlabopaTopHble 3aHATHS

IIpakTnyeckune 3aHATHSA

Beinonnenue npaktuyeckoit pabotsl o teme 3.1.
KonTpoJsbHbIe padoThl

CamMocTosiTeJIbHAs padoTa 00VIAIOIIUXCH:
I[OKJ'IaI[ Ha TCMy «H‘pOXO}KILCHI/Ie nu HOpﬂI[OK HCIIOJIHCHUSA BXOOSIIINX IIOKYMGHTOB»

Tema 3.2
®opMupoOBaHUE U
XpaHEHue Jien

Coaep:xaHue yueOHOro MaTepuaJa

IIporecc bopMuUpoOBaHUs HEI.

CocraBiieHre HOMEHKIIATYPEI IEIL.

IMoHATHA «HOMEHKIIATYDA HET», «IEI.

3amayy v MOPSIA0K CUCTEMATU3allMN TOKYMEHTOB.
Ocobennoctr (hOPMUPOBAHUS PAZINYHBIX I'PYIII JOKYMEHTOB.
Postb HOMEHKIATYpHI J1e1 pu (hOPMUPOBAHUHU JOKYMEHTOB B JIeJa.
dopmMupoBanne 1 0hopMIIEHHE TEI.

Opraunszanys TEKYIIEro (OIePaTUBHOI0) XPaHEHUS JIET.
[ToaroroBka u mepegavya JOKyMEHTOB Ha apXUBHOE XpaHEHHE.
DKcnepTu3a HEHHOCTH TOKYMEHTOB.

JlabGopaTopHble 3aHATHA

IIpakTHYecKkHne 3aHATHA

BrimonHenue npakTadeckon paboThI o Teme 3.2.
KonTpoJsbHbIe padoThI

CamocrosiTesqibHasi padoTa 00y4arOmMXCsi:
BrinoiHeHne TECTOBLIX 3aaHUM
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Tema 3.3
ABTOMaTH3a1UA
nporeccos JJI0OY

Coaep:kanue y4eOHOIr0o MaTepHaJIa

XapakTepuCcTUKAa TEXHUUYECKUX CPEICTB, IPUMEHSAEMBIX B JIEJIONTPOU3BOICTBE
TupaxxupoBaHue JOKYMEHTOB

[TpuMeHEeHHE KOMITBIOTEPHBIX TEXHOJOTHH B IOKYMEHTO000pOTE
ABTOMaTH3aIH IPOLECCOB JIEIOIPOU3BOICTBA

Brenpenue cucteMbl 3JIEKTPOHHOTO JOKYMEHTO000pOTa

JlabopaTopHble 3aHATHUS

IIpakTH4eckne 3aHATHS 2

Brimonnenue npakTuyeckon paboTsl o teme 3.3.

KoHTpoJbHbIe padoThI -

CamocrosiTesibHasi paboTa 00y4aIOIIMXCH: 1
Bcero 60

Z[J'IH XapaKTCPUCTHUKU YPOBHI OCBOCHU yqe6Hor0 MaTepHalia UCIIOJIb3YIOTCs CIICAYIOIINEC 0003HAYCHHS:

1. — 0o3HaKOMUTEIIBHBIN (y3HaBaHUE paHEEe U3yUYEHHBIX OOBEKTOB, CBOICTB);

2. — penpoAYKTUBHBIN (BBIIOJIHEHUE IEATEIEHOCTH 110 00pa3ily, MHCTPYKLIUU WIIH 110JT PYKOBOJICTBOM)
3. — IPOAYKTHBHBIH (TUTAHUPOBAHKE U CAMOCTOSITEIIHLHOE BHITIOJTHEHUE ICATEIILHOCTH, PeIlIeHHE TPOOJIEMHBIX 3a/1a4)
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4. YCJOBHUS PEAJIMBAIIMA PABOYEH TIPOT'PAMMBI
YYEBHOU JUCIIUIIJIMHbI

4.1.TpeGoBanusiT K MHHUMAJIbHOMY MATEPHAIbLHO-TEXHUYECKOMY

o0ecrne4eHn 10
Peanuzanus mporpamMmbl TUCHUILIMHBL TPEIOIaraeT Hadu4us y4yeOHOTro

KaOWHeTa I TMPOBEACHUS 3aHATHH JIEKIMOHHOTO W CEMHHApCKOro THIA,
TPYNNOBBIX Y UHAUBHUAYAJIbHBIX KOHCYJIbTAllMM, TEKYIIEr0o KOHTPOJSI U
MPOMEKYTOUHOM aTTecTaru. [loMemeHnus JUisi CamMOCTOSTEIBHOW pabOThHI
OOy4aroluxcs OCHAIIECHbl KOMIBIOTEPHOH TEXHHUKOM C  BO3MOXKHOCTBHIO
MOKTIOYCHUS K HH()OPMAITMOHHO-TEJICKOMMYHUKAIIMOHHOM ceTn «ITHTepHET».

O6opynoBanne yueOHOTO KaOUHETA:

- IOCaJ0YHBIE MECTA [0 KOJIMYECTBY OOYyHarOIINXCS;

- pabouee MecTo MpernoaaBaTes;

- KOMILUIEKT Y4eOHO-METOIMUYECKIX MaTepPUAJIOB.

Texnuueckue cpeacTBa 00ydeHUS:

- KOMITbIOTEP (HOYTOYK)C JTUIIEH3MOHHBIM MPOTPAMMHBIM 00€CTIeUeHNEM;

- MYJIbTUMEIUHUHBIN ITPOCKTOP;

- HHTEpPaKTUBHAs JOCKa \ JJOCKa.

4.2. UadopmaniuoHHoe odecriedeHue 00ydeHust
Ilepeyenb y4eOHbIX H3aaHUiIl, UHTepHeT-pecypcoB, ONMOJHUTEIbLHON
JIUTEPATYPHI

OcCHOBHBIE HCTOYHUKH:

1. EnanmeBa O.I1. [loxymeHTanimoHHOE OOECIEYEHUE YMPABICHUS B COIMAIBHO-
KyJbTYPHOM cepBHce U TypusMe yueOHoe nocodue / Emannesa O.I1. — M: ®JIMHTA, 2018. -
312 c¢. DOBC. Pexum pocryma: https://globalf5.com/Knigi/Nauka-Obrazovanie/Servis-i-
turizm/Turizm/Dokumentacionnoe-obespechenie-upravleniya_231243

2. Xapycs O.A. Meronuka palMOHAJIU3aUM JOKYMEHTAIlMOHHOTO OOecreyeHUs
ymnpaeienust /| Xapycp O.A. — M.: Undpa-M, 2015. - 58 c. - CIIO.OBC. Pexum npocryma:
https://globalf5.com/Knigi/Nauka-Obrazovanie/Ekonomika-i-menedzhment/Deloproizvodstvo-
Sekretar-delo/Metodika-racionalizacii-dokumentacionnogo 262937

JlonoJiHuTeIbHbIEe HCTOYHUKH:

1. Eroposa JI.b. JlokymeHnTanmonHoe oOecrieueHue ympasieHus (JJokymeHTOBeneHue.
OCHOBBI JIeNTONIPOU3BO/ICTBA): DJIEKTPOHHOE yueOHoe mocobue: yueOHuk / JIL.M. benosa, O.P.
Konpnpamosa, P.C. Huxangpoa - M.: MsnarensctBo: CIIOYTYHD (Cankr-IletepOyprekuii
YHHUBEPCUTET TeXHOJNOorui ympasienus u skoHomuku) 2008. 410 c. - CIIO.OBC. Pexum
JOCTYyTIA: https://globalf5.com/Knigi/Nauka-Obrazovanie/Ekonomika-i-
menedzhment/Deloproizvodstvo-Sekretar-delo/Dokumentacionnoe-obespechenie-upravleniya

Kypuaisl u UuTepHeT pecypcebi:

1. https://globalf5.com/ - DnekrponHast GMOIMOTEUHAS CUCTEMA
2. https://znanium.com/ - DnekTpoHHas OMOIMOTEYHAs CHCTEMA
3. https://rusneb.ru/ - DnexTpoHHast OMOIMOTEUHAs CHCTEMA
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5. KOHTPOJIb M OHLEHKA PE3YJIBTATOB OCBOEHMUA

T CHUTLIAHBI

KOHTpOJIbI/I OLICHKA PC3YyJIbTAaTOB OCBOCHHA AUCHUILINHBI OCYIICCTBIIACTCSA
MMpCroAaBaTCiIcM B IIPOLCCCE IMMPOBCACHUA IMPAKTHYCCKUX BaHHTHﬁ, TCCTUPOBAHUA,
a TaK)KC BBITIOJTHCHUA 06y‘IaIOHII/IMI/ICH HHIAWBHUAYaJIbHBIX SaIIaHI/If/’I.

Pe3yabTarnl 00yyeHus
(ocBOEHHBbIE YMEHHsI, yCBOCHHbIE 3HAHNS)

®opMBbI U METOAbI KOHTPOJIS ¥ OLleHKH
pe3yJabTaToB 00y4eHHus

yMeTb: IIPOBOAUTD MHBEHTapHU3alu
aKTUBOB U 00s3aTeNbCTB; pa3duparbcs B
HOMEHKJIaType Je.

3HATh: XapaKTePUCTUKY 00BEKTOB,
MOJJIEKALTUX HHBEHTapU3aLUH1.

-KOHMPOIb 6bINOAHEHUS NPAKMUYECKUX
3a0aHUll;
-OYeHKA 8bINONIHEHUSL OOKIAO08 U COOOUCHULL,

-MOHUMOPUHS pocma Meopueckou
CAMOCMOAMENLHOCMU U HABLIKO8 NOLYYeHUs
HO8020 3HAHUS KAAHCOLIM 00YUAIOUWUMCSL;
-YCMHBIU U NUCbMEHHBIU ONPOC, BbINOJIHEHUE
3a0aHull Mecmogo20 KOHMpOs 3HAHUU,
-HaKonumenbHas OYeHKd.

[Iporpamma cocrtapiieHa B cooTBeTCTBUH ¢ TpeboBanusimu GI'OC ¢ yuerom
pexomenaamuii  IIIICC3 mno cneumansHoct  38.02.01  DxoHOMMKa

OyxranTepckuid yuet (1o OTpaciisaMm).
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OCOBEHHOCTH PEAJIM3BALIMU JIUCLHUTIJIMHBI J151 THBAJIN1OB
N JinL C O'PAHUYEHHBIMHA BO3MOKHOCTAMMU 310POBbBSA

B cnywae o0O0yyeHuss B KOJUIeI)KE€ MHBAIMIOB H (WIM) JUIl C
OTPaHUYECHHBIMA  BO3MOXXHOCTSIMH  3/I0POBbSI  YUUTBHIBAIOTCS ~ OCOOEHHOCTH
NCUXO(PU3NYECKOTO Pa3BUTHSA, WHAUBUAYaJIbHbIE BO3MOXKHOCTH M COCTOSIHHE
3JI0POBbs TAKUX O00YUYaIOIIHUXCA.

OOpazoBanue OOyYarONIMXCsI C OTPAaHUYCHHBIMA  BO3MOKHOCTSIMU
3IOPOBBSI MOXKET OBITh OPTaHU30BAHO KaK COBMECTHO C JPYTMMH OO0yYarOUTUMHUCH,
TaK U B OTACIIBHBIX TPYIINaXx.

OOyuvaromuecs #3 YWciaa JMI C OTPAaHMYEHHBIMU BO3MOXHOCTSIMHU
3IOpOBBSl OOECTeueHbl MEYaTHBIMUA U (MJIM) DJIEKTPOHHBIMU 00pa30BaTEIbHBIMU
pecypcamu B (popMmax, aganTHPOBAHHBIX K OTPAHUYCHUSAM UX 370POBBSI.

OOyueHne WHBAJIUJOB OCYIIECTBIISIETCS TakXKe B COOTBETCTBUU C
WHIUBUyaJIbHON IPOrpaMMOii peadmInTallid HHBAKA (TIPY HATUYHHN).

JUiss U1 ¢ OrpaHUYEHHBIMH BO3MOXKHOCTSIMU  37I0POBbS  TI0  CIYXY
BO3MOXKHO TIpelOoCTaBieHUEe ydeOHOW wuHpOpManuu B BU3yaldbHOU Gdopme
(KkpaTKUi KOHCIIEKT JIEKIMI: TeKCThl 3amaHuii). Ha ayauTopHBIX 3aHATHSIX
JIOTYCKaeTCsl MPUCYTCTBUE ACCUCTEHTA, a TaKXKe CYPAOINEPEBOAUYUKOB U (MJIN)
TU(I0CYpAOTIEPEBOTUMKOB. TEKYIINII KOHTPOJIb YCTIEBAEMOCTH OCYILIECTBIISETCS B
NUCbMEHHOM Qopme: 0O0ydJarImuics TMHCHBMEHHO OTBEYaeT Ha  BOIPOCHI,
MMCHbMEHHO BBITIOHAET MpakTuueckue 3ananus. Jlokman (pedepar) Takxe MOXKET
OBITh MPEACTABJICH B MUCbMEHHOM (hopme, mpu 3TOM TpeOOBaHUSA K COAECPHKAHUIO
OCTalOTCA TEMH Ke, a TpeOOBaHUS K KadyeCTBY W3IIOKEHUS MaTepuania
(TOHSATHOCTH, KAYECTBO PEUH, B3AUMOJICHCTBUE C Ay TUTOPUEH U T. 1I.) 3aMEHSIOTCA
Ha COOTBETCTBYIOIIME TpeOOBaHMS, MPEAbABISAEMbIE K MHCHMEHHBIM paboTaM
(kagecTBO O(OpMIICHHS TEKCTa W CIMCKA JIUTEpPaTyphbl, TPAMOTHOCTh, HAJIHUWE
WUTIOCTPAIIMOHHBIX MaTepuaioB U T.1.). [IpoMexxyTouHas arrectanus JJis JIUIL C
HApYIIEHUSIMU CITyXa MPOBOJUTCS B TUCBMEHHOM (hopMe, PU ATOM UCTIOIB3YIOTCS
oOuue kputepuu oreHuBanus. [Ipn HEOOXOUMOCTH BpeMs TTOJITOTOBKU K OTBETY
MOKET OBITh YBEITUYEHO.

JUiss Ui ¢ OrpaHMYEHHBIMH BO3MOKHOCTSMH 3JI0POBbSI 110 3PEHHUIO
KOJUIEJKEM O0OECIIeUMBAETCsSl BBIMYCK M HMCIOJb30BaHUE Ha YYCOHBIX 3aHITHSIX
ATBTEPHATUBHBIX (OPMATOB TIEUATHBIX MaTepuajaoB (KPYMHBIH MpUPT wWIH
aynuodaiiiel) a Takke oOecreurnBaeT OOyJarolUXCs HaJJIekKAITUMU 3BYKOBBIMU
CpeAcTBaMH BocmpousBeaeHus nabopmanuu (AMKkTopoHoB u T.1.). Jlomyckaercs
IPUCYTCTBHE AaCCHUCTEHTa, OKa3bIBAIOIIETO OOydaromemMycs HeoOXOIuMYyro
TEXHUYECKYIO0 IMOMOINb. TeKyluid KOHTPOIb YCHEBAEMOCTH OCYILIECTBIISIETCS B
yctHO Qopme. [lpu mpoBeneHMH NPOMEKYTOUHOM AaTTeCTallUM ISl JIUI[ C
HapyIIEHUEM 3PCHHsI TECTUPOBAHHE MOXET OBbITh 3aMEHEHO Ha YCTHOE
cobece1oBaHUE 11O BOIPOCAM.

JUist Iy ¢ OrpaHUYEHHBIMH BO3MOKHOCTSIMH  37I0POBBSI, HMMEIOITUX
HapyIIEHUsT OMOPHO- JBUTATEIIBHOTO ammapata MaTepuajbHO-TEXHUYECKUE
yCIOBUSl KOJUIeIKa 00eCreunBalOT BO3MOXKHOCTh OECHpEnsSTCTBEHHOTO JIOCTYyIa
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oOyyaronuxcs B y4ueOHblEe NOMEIIEHHs, a TakKe NMpeObIBaHUS B HUX (HAIU4ME
NaHIyCOB, MOpPYYHEH, pAaCHIMPEHHBIX JBEPHBIX IPOEMOB, JIH(PTOB; HATUUUE
CIIELMAIBHBIX KPECceN U IPYTUX MPUCTOCOOICHUN).

Ha aynuTOpHBIX 3aHATHAX, @ TaKXKe NPU MPOBEACHUH MPOLEAYP TEKYIIETO
KOHTPOJISI ~ YCIIEBAEMOCTH M TPOMEXKYTOYHOW  aTrTecTallid  JUIaM  C
OrpaHUYEHHBIMU BO3MOXKHOCTSIMU 3/I0pPOBBSl, MMEIOIIMM HapYIICHUs OMOPHO-
JIBUTATEIILHOTO  amlmapara MOTYT  OBbITh  IPEJOCTaBIEHBI  HEOOXOIMMBbIE
TEXHUYECKHNE CpeacTBa (MEpPCOHANBbHBI KOMIBIOTEp, HOYTOYK WM APYroi
raJiKeT); JOIMyCKaeTcsl MPHUCYTCTBUE ACCUCTEHTAa (AaCCHCTEHTOB), OKAa3bIBAIOIIETO
o0yJaromuMcsi HEOOXOIUMYI0 TEXHMUYECKYI0 IMOMOIIb (3aHATh pabouee MecCTo,
NEPEBUTATHCS IO ayJUTOPHUH, MPOYUTATh 3a/laHue, 0QOPMUTH OTBET, OOIIATHCS C
IPEnoIaBaTesieM).
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